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SUPPORT STAFF JOB DESCRIPTION 
Support Role
Palm Bay Primary School

Post: SEND Inclusion Specialist

Salary: EKC 4		 
			
Responsible To: Deputy Headteacher – Inclusion 

Summary of Post: To lead on a specific aspect of Inclusion Practice, specifically addressing barriers and challenges to significantly improve pupils' access to learning.
													
Tier of role: Specialist
	Key descriptor: Initiator  
 
Scope of role: Provides specialist knowledge and skills to provide specific services and support, using judgement and problem-solving skills (within pre-set guidelines and defined procedures).  
Autonomy: Prescribed work but with discretion on how the outcome is achieved. Plans own work (short-term) and contribute to longer-term planning. 
Knowledge of role: Role-specific knowledge required. 
Skills – Technical & Practical: Specific and specialist knowledge, skills and experience relevant to the role 
Qualifications/Experience: Level 3+ in a specific relevant field 
Supervision of others: Supervision of others, but no line management 
Management by others: Identifies and refers more complex issues to a more senior colleague. Guidance or instruction is required for new tasks. 



Key Responsibilities:
1. To lead on the development of personalized and group programmes that address specific barriers and challenges to pupils. 
2. Devise, plan, and implement action plans in conjunction with other professionals and contribute to the monitoring and evaluation of the effectiveness of support strategies. 
3. To liaise with other individuals and outside agencies to access other support and opportunities for pupils to develop their potential. 
4. To ensure accurate and informative record keeping, contributing to formal meetings and feedback to families and other professionals. 
5. Remain current with changes in legislation, best practices and research in your specific aspect of inclusion and share with senior leads and other colleagues.   
Specific Duties:
1. Provide one-to-one support for pupils with complex SEND needs, focusing on individual provision plans or EHCP targets.
2. Work with pupils within their classroom to support integration with peers, promoting inclusion and social interaction.
3. Plan and deliver specific interventions, both one-to-one and with small groups, in line with provision plan objectives.
4. Collaborate with teachers and other staff to assess, plan, deliver and review support for individual pupils.
5. Monitor pupil progress and provide regular feedback to teachers and the Inclusion team.
6. Support the use of specialist resources and strategies, adapting activities to meet pupils’ individual needs.
7. Plan and deliver a weekly hour-long After-School club

General Duties and Responsibilities:
1. You will be responsible for upholding our values and ethos and championing the inclusion and belonging of our Academy and Trust communities.
2. You will be responsible for protecting pupils and staff from all preventable harm as per Safeguarding procedures.
3. To participate in the staff support & development program and to undertake training based on individual and organisation needs.
4. To undertake continuing professional development to support our culture of continuous improvement and keep up to date with the skills required to fulfil the role.
5. To comply with all Academy and Trust policies and guidelines as well as legislative requirements. Including education, health & safety, and data protection and all staffing policies.
6. To demonstrate positive personal and professional behaviour as specified in the Staff Code of Conduct. 
7. To partake in quality assurance, appraisal and monitoring and meet minimum relevant occupational standards.
8. To undertake any other duties commensurate with tier as may be reasonably requested.

Please note:
This job description is a guide to the work you will initially be required to undertake. It summarises the main aspects of the job but does not cover all the duties that the job holder may have to perform. It may be changed from time to time to meet changing circumstances.
 
It does not form part of your contract of employment, and as your experience grows, you will be expected to broaden your tasks, suggest improvements, solve problems, and enhance the effectiveness of the role. 
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